Cover Letters

interest in the job, your ability to do the job, introduces the reader
to your resume, your ability to write, and you can request a meeting
or an interview. Always submit a cover letter with your resume.

g cover letter is important for many reasons. It demonstrates your

Cover letters should be short and to the point. As a general rule they
should only have three paragraphs. The letter should be printed in black
ink with your name and then your signature at the bottom. It is important
to send the letter to the person who is doing the hiring. If you don’t know
the person’s name, call the company and get the name and the correct
spelling.

The first paragraph should state the reason you are writing. Mention the title
of the job you want. You should also demonstrate any positive knowledge
you have about the company. If you decide not to include an objective in
your resume, this is the place to put that type of information.

The second paragraph should let the employer know why he or she should
hire you. Explain the skills, knowledge, and abilities you have that fit the
job and how hiring you would benefit their company. Do not write about
what the company can do for you.

The third paragraph should let the employer know what your next steps
will be. Will you contact her to set up an interview? Also, it is important
to restate your interest in the job and the organization. Thank the person
for his time and make sure you include your contact information.

Your cover letter provides you with the opportunity to be creative and
to toot your own horn, but don’t over-do it. Keep it simple and to the
point.

Remember your cover letter should be perfect. Have someone proofread it
for you to make sure there are no spelling errors. You want to make a good
impression so the employer will want to interview youl!

The Resume:

our resume should let the
Yemployer know as clearly and

quickly as possible what you can
do for that organization or company.
It is your primary sales tool to market
yourself to an employer. The main
purpose of your resume is to get an
interview.

If you don't have a resume the first
step is to make a list of your education,
employment history, skills, and
accomplishments that relate to the job
you want. Make sure the information
is accurate and complete.

Next, research resumes. You can find
helpful information on the internet.
Look at examples of resumes given
on web sites. You can even Google
resumes for specific occupations and
see what other people’s resumes look
like. There are also templates available
on the web you can use, and some
organizations require you to fill in
their resume templates.

Some of the old resume rules don’t
apply anymore. For example, the
length of your resume doesn’t have to
be limited to just one page, it depends
on your industry and the jobs you are
applying for. Every resume doesn’t
have to have an objective at the top.
You should include an objective only
if you think it will help get you an
interview. Tailor your resume to meet
the specific needs of your targeted
industry, job, employer and company.

Decide which format you will use for
your resume and target it to the job
you are seeking. This means you need
to update your resume every time
you apply for a different job and use
language from the job announcement
when it is appropriate. Targeting your
resume is a very powerful method to
set yourself apart from the competition
and capture the employer’s interest.
This is a critical step when there are
many people applying for the same
job.
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